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Workforce and Succession PlanningWorkforce and Succession Planning

•• What is it?What is it?
•• Why weWhy we’’re talking about itre talking about it
•• How to get managementHow to get management’’s interests interest
•• Where do you begin?Where do you begin?
•• WhatWhat’’s ADOA doing?s ADOA doing?
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Workforce/Succession PlanningWorkforce/Succession Planning
What is workforce planning?What is workforce planning?

•• Workforce PlanningWorkforce Planning –– assessing an assessing an 
organizationorganization’’s future human resources needs s future human resources needs 

‘‘==‘‘
right people, right place, right timeright people, right place, right time

– How will our workforce accomplish the 
strategic direction – now and in the future?
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Workforce/Succession PlanningWorkforce/Succession Planning

What is succession planning?What is succession planning?
•• Succession PlanningSuccession Planning –– identifying successors identifying successors 

to preserve and enhance institutional knowledge, to preserve and enhance institutional knowledge, 
learned from experience learned from experience 
−−Vertical view = high level leader positionsVertical view = high level leader positions

−−Horizontal view = key positionsHorizontal view = key positions
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Workforce and Succession Workforce and Succession 
PlanningPlanning

Succession Planning 
= ID key positions, develop

solutions and implement

Workforce Planning 
= strategic direction, obtaining data 

(now v future) setting priorities, 
Develop solutions
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Workforce and Succession PlanningWorkforce and Succession Planning

•• Why Why talk about thistalk about this NOW?NOW?
•• Baby Boomers Baby Boomers –– 78 million78 million

–– Who are Who are they?? 1946they?? 1946--1960 or WHO are WE? 19461960 or WHO are WE? 1946--19641964
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Why Boomer is Better?!?Why Boomer is Better?!?

––Power Power 
•• 78 million 78 million –– 46 million46 million
•• 2006 NASPE predicted2006 NASPE predicted

–– ½½ states~ 20% employees retiring (2011)states~ 20% employees retiring (2011)

––60 is the new 40!60 is the new 40!
•• Mike Mike FlyntFlynt 59 year old linebacker59 year old linebacker

––Power Power 
•• 78 million 78 million –– 46 million46 million
•• 2006 NASPE predicted2006 NASPE predicted

–– ½½ states~ 20% employees retiring (2011)states~ 20% employees retiring (2011)

––60 is the new 40!60 is the new 40!
•• Mike Mike FlyntFlynt
•• Polly RosenbaumPolly Rosenbaum
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Workforce ThreatsWorkforce Threats

–– TurnoverTurnover
–– Graying of our workforceGraying of our workforce

•• Public Sector Public Sector –– 60+% over age 40 60+% over age 40 

–– Shortage of Replacement EmployeesShortage of Replacement Employees
•• 1965 1965 –– applicant pool growing 2.6%/yrapplicant pool growing 2.6%/yr
•• 1995 1995 –– applicant pool growing 1%/yrapplicant pool growing 1%/yr
•• 2025 2025 –– pool pool SHRINKINGSHRINKING 1.5%/year1.5%/year

Source:  NASPE 2006
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And what aboutAnd what about……
–– Difficult to Fill PositionsDifficult to Fill Positions

•• Nurses, accountants, corrections, PSENurses, accountants, corrections, PSE’’s, CPSs, CPS……

–– Retention DifficultiesRetention Difficulties

–– EconomyEconomy
•• Low Unemployment Rate Low Unemployment Rate –– 4.6% nationally4.6% nationally
•• 8.9M jobs available by 2010 8.9M jobs available by 2010 -- Watson WyattWatson Wyatt
•• 4M jobs available by 2010 4M jobs available by 2010 -- National Association of CollegesNational Association of Colleges

–– Employer of Choice????Employer of Choice????
•• Job types, location and salary levelsJob types, location and salary levels
•• Demands Demands –– no summer vacation, mandatory overtime no summer vacation, mandatory overtime -- $2M $2M -- $10M$10M
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The Sky The Sky ISIS FallingFalling…… IsnIsn’’t It???t It???

––Are managers hounding us about it?Are managers hounding us about it?
––Why?Why?

•• Been there done that Been there done that 
•• Turnover, recruitment difficultiesTurnover, recruitment difficulties
•• Yeah, so?  WhatYeah, so?  What’’s your point?s your point?

•• You want You want me me to find time to do to find time to do whatwhat??
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The Sky The Sky ISIS FallingFalling…… IsnIsn’’t It???t It???

–– Other headlinesOther headlines
•• 0 jobs available by 20100 jobs available by 2010

–– Peter Peter CappelliCappelli, Wharton Business School:  , Wharton Business School:  
Tune out Tune out -- Gray2KGray2K

•• Retirees prepping for Retirees prepping for ‘‘encoreencore’’ jobsjobs
–– 2 surveys AARP and Merrill Lynch 2 surveys AARP and Merrill Lynch –– 76% of 76% of 

workers age 50+ plan to work past retirementworkers age 50+ plan to work past retirement
–– Financial NeedFinancial Need
–– Health CareHealth Care
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So whatSo what’’s an HR Pro to do?s an HR Pro to do?

•• Biggest Biggest ““HOOKHOOK”” –– itit’’s not just about boomers s not just about boomers 

–– The predictions we canThe predictions we can’’t maket make
•• Change caused by familyChange caused by family
•• Sudden illnessSudden illness
•• Other job offerOther job offer
•• Return to schoolReturn to school
•• DeathDeath
•• HeadlinesHeadlines

•• Retiree Reports Retiree Reports –– suggest suggest ““no specificsno specifics””

•• ARE WE PREPARED?ARE WE PREPARED?
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The The ““SalesSales”” PitchPitch

•• Developing agencyDeveloping agency--specific informationspecific information
•• ADOA sample power points availableADOA sample power points available

–– Phase 1: sales pitch Phase 1: sales pitch ““world view,world view,”” ADOA specific ADOA specific 
data (compared to other divisions, compared to data (compared to other divisions, compared to 
state, historical data) and why WF/Succession state, historical data) and why WF/Succession 
Planning is importantPlanning is important

–– Phase 2: Plan of ActionPhase 2: Plan of Action
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Workforce Workforce –– Our Reality CheckOur Reality Check

–– TurnoverTurnover
•• Statewide (2/28/06):Statewide (2/28/06): 20.8%20.8%

–– Statewide 2005Statewide 2005 18.1%18.1%
•• ADOA (Current 2/28/06):ADOA (Current 2/28/06): 22.11%22.11%

–– ADOA 2005 (covered)ADOA 2005 (covered) 21.5%21.5%
–– Average over last 5 years (covered)Average over last 5 years (covered) 15.86%15.86%

•• Statewide Retirement Statewide Retirement –– CY 05:CY 05: 10.8%10.8%
•• ADOA Retirement ADOA Retirement –– CY 05:CY 05: 5.2%5.2%

―― Example Example –– IT  Tech Specialist 3, 9.59% Statewide TurnoverIT  Tech Specialist 3, 9.59% Statewide Turnover
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Workforce Workforce –– Reality Reality –– Turnover*Turnover*
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Workforce Workforce –– Our Reality CheckOur Reality Check

――Aging Workforce (40+):Aging Workforce (40+):
•• Statewide:Statewide: ~63%~63%
•• ADOA:ADOA: ~73%~73%
•• All states:All states: ~61%*~61%*
•• Federal government:Federal government: ~65%*~65%*
•• Private Sector:Private Sector: ~47%*~47%*
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ADOA ADOA –– Aging WorkforceAging Workforce

Percentage of Workforce Age 40 or more
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Workforce Workforce –– More RealityMore Reality

–– ““At RiskAt Risk”” of Retiringof Retiring
•• Statewide Statewide -- 5 years5 years 17.1%17.1%
•• ADOA ADOA –– 5 years5 years 31.1%31.1%
•• Statewide Statewide –– 10 years10 years 45.2%45.2%
•• ADOA ADOA -- 10 years  10 years  48.4%48.4%

–– Length of ServiceLength of Service
•• Statewide:Statewide: 8.4 years8.4 years
•• ADOA:ADOA: 9.3 years9.3 years
e.g., IT Specialist 3; LOS ~10+ yrs v. Industry 18 monthse.g., IT Specialist 3; LOS ~10+ yrs v. Industry 18 months

So whatSo what’’s the problem?s the problem?
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Workforce Workforce –– Reality Reality -- RetirementsRetirements

2005 Retirement Rate
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Workforce Workforce –– RealityReality
Retirement RiskRetirement Risk

5 Year "At Risk" of Retirement
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Workforce Workforce –– Reality Reality -- LOSLOS

Average Length of Service
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VisionVision

Succession Planning linked to Workforce PlanningSuccession Planning linked to Workforce Planning
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Goals and ObjectivesGoals and Objectives

Continued Effective PerformanceContinued Effective Performance

Workforce/succession planningWorkforce/succession planning
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Workforce/Succession PlanningWorkforce/Succession Planning
How to beginHow to begin……

1.1. What impacts your efforts?What impacts your efforts?
2.2. Identify ScopeIdentify Scope
3.3. DemandDemand
4.4. SupplySupply
5.5. GapsGaps
6.6. PrioritizePrioritize
7.7. SolutionsSolutions
8.8. Implement, monitor, evaluate and improveImplement, monitor, evaluate and improve
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ADAPT TO MEETADAPT TO MEET

YOURYOUR
NEEDSNEEDS
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What impacts our efforts?What impacts our efforts?

•• Strategic DirectionStrategic Direction
•• Customer expectationsCustomer expectations
•• New legislationNew legislation
•• Technology changesTechnology changes
•• External environmentExternal environment

•• What work will need to What work will need to 
be done?be done?
–– Current functions Current functions -- unchangedunchanged
–– Current functions Current functions -- changingchanging
–– New FunctionsNew Functions
–– Obsolete FunctionsObsolete Functions
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2. Scope:2. Scope:
What is the focus of your efforts?What is the focus of your efforts?

•• Nature of focus:Nature of focus:
–– Individual key positionsIndividual key positions
–– Classifications or classification seriesClassifications or classification series

•• Scale of focus:Scale of focus:
–– Single positionSingle position
–– Program area or divisionProgram area or division
–– Agency Agency 
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3. Demand:3. Demand:
What staff will we need?What staff will we need?

•• Demand Analysis:Demand Analysis:

–– Identify the types of people Identify the types of people –– the the 
competencies/knowledge, skills & competencies/knowledge, skills & 
abilities and/or titles neededabilities and/or titles needed

–– Identify the number of each type/title Identify the number of each type/title 
needed by functionneeded by function
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4.4. SupplySupply
Who will be available?Who will be available?

•• Supply AnalysisSupply Analysis::

–– Analyze current workforce and trends Analyze current workforce and trends 
that will impact attrition, e.g., possible that will impact attrition, e.g., possible 
retirements, graduation rates, etc.retirements, graduation rates, etc.

–– Employee knowledge, skills, abilitiesEmployee knowledge, skills, abilities
–– Current workload analysisCurrent workload analysis
–– Project candidate availabilityProject candidate availability
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5.5. Gaps:Gaps:
What will your needs be?What will your needs be?

•• Gap Analysis:Gap Analysis:
–– Comparison of current workforce skills Comparison of current workforce skills 

(supply) with future needs (demand)(supply) with future needs (demand)
–– Analysis of how workforce demographics will Analysis of how workforce demographics will 

changechange
–– Does agency anticipate losses due to Does agency anticipate losses due to 

retirement or normal attrition?retirement or normal attrition?
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6.  Prioritize6.  Prioritize

What gaps have the What gaps have the 
most impact on ability most impact on ability 
to achieve goals?to achieve goals?
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7.7. Solutions:Solutions:
What actions to take?What actions to take?

Once priority chosen Once priority chosen –– data analysisdata analysis

•• Knowledge TransferKnowledge Transfer
•• Recruitment/selectionRecruitment/selection
•• RetentionRetention
•• Staff developmentStaff development
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Data AnalysisData Analysis

•• Personalize itPersonalize it
–– What are the issues? What are the issues? 
–– One size does not fit allOne size does not fit all

•• What does data show?  Data lends focus to What does data show?  Data lends focus to 
solution development.solution development.

•• Predictions not absolutes Predictions not absolutes 
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Solution:  Knowledge TransferSolution:  Knowledge Transfer

•• Document competencies and knowledge transfer Document competencies and knowledge transfer 
methodologymethodology
–– Develop job aides, including key contacts, customers, etc.Develop job aides, including key contacts, customers, etc.
–– Document proceduresDocument procedures

•• Identify temporary Identify temporary replacement(sreplacement(s) for all key positions ) for all key positions 
–– short term; permanent recruitment short term; permanent recruitment –– how long will it how long will it 
take?take?

•• ““ShadowShadow”” positions positions 
•• NOT just NOT just ““brain drainbrain drain”” but unknownbut unknown
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Solution:  RecruitmentSolution:  Recruitment
•• Increased recruitment effortsIncreased recruitment efforts

–– Job fairs,* college fairs,* associationsJob fairs,* college fairs,* associations
–– Advertising*Advertising*
–– Marketing*Marketing*
–– Direct Hire*Direct Hire*

•• ““Grow Your OwnGrow Your Own””
–– Internships*Internships*
–– Details*Details*
–– Mobility Assignments*Mobility Assignments*
–– Community College Training ProgramsCommunity College Training Programs

•• CompensationCompensation
–– Equity IssuesEquity Issues

•• Rehiring retirees*Rehiring retirees*
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Solution:  RetentionSolution:  Retention

•• Two major influences:  money and careerTwo major influences:  money and career

PROBLEM:PROBLEM: not under our controlnot under our control

SOLUTION:SOLUTION: Make employees happy in other Make employees happy in other 
waysways
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Solution:  RetentionSolution:  Retention

•• Alternate work schedulesAlternate work schedules
•• TelecommutingTelecommuting
•• Enhanced employee Enhanced employee 

servicesservices
•• Other work life quality Other work life quality 

initiatives initiatives 
•• Career laddersCareer ladders

•• OrientationOrientation
•• Salary adjustmentsSalary adjustments
•• Reassign staffReassign staff
•• ReorganizeReorganize
•• Restructure workRestructure work
•• The Golden RuleThe Golden Rule

–– Treat People RightTreat People Right
•• Communication, job Communication, job 

satisfaction, leadershipsatisfaction, leadership
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Solution:  Staff DevelopmentSolution:  Staff Development

•• TrainingTraining
•• PASE and Professional Development PlansPASE and Professional Development Plans
•• Arizona Government UniversityArizona Government University
•• SupervisorSupervisor’’s Academys Academy
•• Educational LeaveEducational Leave
•• Tuition ReimbursementTuition Reimbursement
•• Job RotationJob Rotation
•• Mentoring Mentoring 
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Implement, Monitor, Evaluate and Implement, Monitor, Evaluate and 
ImproveImprove

•• Gain leadership supportGain leadership support
•• Modify to meet your needsModify to meet your needs
•• Assess what you are doing nowAssess what you are doing now
•• Employee communicationEmployee communication
•• Ensure key staff understand the effortEnsure key staff understand the effort
•• Identify and address obstacles to successIdentify and address obstacles to success
•• Monitor and evaluate performanceMonitor and evaluate performance
•• Revise as neededRevise as needed
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The The ““SalesSales”” PitchPitch

•• Two weeks laterTwo weeks later
•• Separate power point availableSeparate power point available

–– Phase 2: Plan of Action Phase 2: Plan of Action –– included summaryincluded summary



September 27, 2007 43

WhatWhat’’s s ADOAADOA’’ss SolutionSolution

Data
Analysis

Develop
Employees Retention

Recruitment

Knowledge
Transfer

Workforce/
Succession
Planning
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ActionAction:  Identify KEY positions:  Identify KEY positions

•• AD identifies key AD identifies key position(sposition(s))
•• Executive Team, as a group, finalizes key Executive Team, as a group, finalizes key 

positionspositions
•• AD identifies temporary AD identifies temporary replacement(sreplacement(s) for all ) for all 

key positions key positions –– short termshort term
•• AD identifies sources of potential permanent AD identifies sources of potential permanent 

replacements, including estimated time to fillreplacements, including estimated time to fill
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Key Positions Key Positions –– What is it?What is it?

•• Key position:   Key position:   Significantly impacts the agency's activitiesSignificantly impacts the agency's activities--
strategically, operationally or both.strategically, operationally or both.

•• Criteria for a key position:Criteria for a key position:
–– Unique skillsUnique skills -- GeographicalGeographical
–– Future Projects Future Projects -- Organizational StructureOrganizational Structure
–– Specialized Function Specialized Function -- Work LoadWork Load
–– Importance of tasks assignedImportance of tasks assigned

•• NOTNOT just because it's the top position in an organization just because it's the top position in an organization 
•• Key positions vary from agency to agency, division to division. Key positions vary from agency to agency, division to division. 

The same title can exist in the same office but do not have the The same title can exist in the same office but do not have the 
same impact.same impact.
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ActionAction:  Knowledge Transfer :  Knowledge Transfer 

•• Document the competencies, knowledge, skills and abilities of Document the competencies, knowledge, skills and abilities of 
the key positionsthe key positions

•• Document methods, procedures, customers, key contacts for the Document methods, procedures, customers, key contacts for the 
work performedwork performed

•• Document the processes, methods, tools, and techniques of Document the processes, methods, tools, and techniques of 
people in key positions and any special skills and responsibilitpeople in key positions and any special skills and responsibilitiesies

•• Determine how knowledge transfer will take place, e.g., onDetermine how knowledge transfer will take place, e.g., on--thethe--
job training; utilizing retiring employees as mentors; appoint job training; utilizing retiring employees as mentors; appoint 
retiree's successor to "shadow" the incumbent; utilize other retiree's successor to "shadow" the incumbent; utilize other 
similarly situated employees; specialized trainingsimilarly situated employees; specialized training
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SummarySummary:  Documentation:  Documentation

•• Key positionsKey positions
•• Executive Team Executive Team -- consensusconsensus
•• Competencies, skills, procedures documentedCompetencies, skills, procedures documented
•• Action Plans to complete documentation of Action Plans to complete documentation of 

procedures, methods, etc., if necessaryprocedures, methods, etc., if necessary
•• Knowledge Transfer Methodology and timeframeKnowledge Transfer Methodology and timeframe
•• FollowFollow--up regarding progress towards completionup regarding progress towards completion
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Tracking ProgressTracking Progress……
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Questions???????Questions???????
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